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MEMORARDUM FOR: Director of Training
FROM : Chief, Finance Division
SUBJECT t Finence Training foy Administrative Type Personnel

1. It has recently come to our attention that dissatisfaction
has been expressed with the resulis of "training” afforded adminie-
trative assistants who handle station funds and sccounts, In view
of the indication of renewal of emphasis on training for administrative
assistants who will handle finance matters et small (Cless B) Stations,
it appears appropriate thet consideration be given to providing for-
melized courses of instruction for such persomnel.

2. The fscilitles of Fivance Division have, in the past, been
made available to administrative-type personnel who are in process of
assignment to positions where they will assume responsibility for
station funds and eccounts, in order that such persons may have the
adventage of actual on~the-job type experience related to their proposed
respongibilities. This sction was taken in response to requests of
operating elements for sssistance in providing specific coverage for
admini strative assistants who will handle station funds, Class B
financiel records and reports,

3. It is now becoming incressingly evident that the need for
special and directed attention to the training for administrative
employees who are to assume reaponsibility for station funds and accounts
is such that formel training programs should be developed to meet their
needs., Such programs, should be specifically designed to provide a
desirable degree of sompetence in financiel and budgetsry affairs in
those individuels who are to be charged with responsibility for station
funds, accounts and financial reportes at Class B Stations.

4« In 1line with the above, it is recommended that the Offise of
Ireining develop a training program for employees who are to be assigned
to positions in Class B Stations where they will assume responsibility
for funds, financial records, end reports and that such mrogram be made
& pro-requisite to the assignment of all persomnel te such positions.
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5. Ve shall be glad to offer such sugcestions or otherwise
aseist in the development of the program by making available
facilities and materisls of Pinence Division to the extent desired.
In this connection, however, we feel that the program should be
conducted by the Office of Training in ite own facilitles and not
by Finance Diviglon,

I I
Chief, Finance Division 25X1

CONCUR:

25X1 : '
MtinmJ

Distribution:
Orig, & 1 - OIR
1 - SSA/DDS
1 - DD/S
1 - Actg., Comp.
1~ C/FD
FD/LEB:mhp
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Class B Stetion Admin. Offi
_ . cer Training ¥
Responsibilities ¢ fox Finence

To train junior administrative nnel sume
responsibility for rendering 1‘&2&1 reném;t;dalid“
mainteining financisl records at small stations where a
trained Finance Officer is pot essigned. Through lectures
and an actual exsmination of accountings from the post to
which the employee ig assigned familiarity with both general
procedures and sctusl problems is obtained.

Top Secret Clesarance

}Sz:e:zi:zee:s ?saigment to a specified Class B Station or
5 to 10

Two weeks (30 hours)

Headquarters
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